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WFMORANDUM POR: Cniaf of Administretion, BO/P

SUBJECT : Staff Study of Personnel Records Within Area Mivisions
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And Senior Staffs of W/F.

PROBLEHM, To rewevaluate personmel type racords within the Area
Mvisions and Ssnior Staffs with & view toward determinings

The sppropriate records and their locstion, for the st sconomie
and efficient performance of sasential Persormsl and Career farvice
functions, and

The minimum number of records an! procedures required for the parior ne-
anee of gush functions.

FACTS BRARING OH THY PRUBLTM.

¥e stendari procedure has been developed for the maintensnce of

1 records; howsver, the Persommel Office has for conslderable
time trensmitted to the gaining organization 2 copy of the Fosition
Invemtory Card on Standard Form (Felb,

flegulatory issuances do not pressntly prascribe any progedures for
maintenmoe of perzomnel records. Yquipment suggestions have been

made, however, by the Research and Flanning Staff of the Fearsomnel
(ffice, :

The method of keeping employee data veries comsiderably within the
Aroa Divisions snd Senlor “taffs:

Bathod of Eeeping Ymployes Jats FWithin DO/P Statls
And Divisiona
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DISCDSEION.

The numerous Tsctors required by all schelons in the Persommel data
field have generated a mltiplicity of nonestandard regoris, in sy
cases rapelitive, which lend themeelves to consolidation and
standardization.

hpoent requiremsnts for Career Service Board Activitles have resultad
in the generation of additfonsl records withoud adequate consideration
as to the detail of veeords currontly saintainad,

e Capssr Sorvice Bosrds and the Fersonnel Hanagssent components of
the Semior Staffs are organisationzlly connected but do not avail
thomsslves of compon records,

A1l astions directed to the Career “ervice Boards are sccompsnled by
Form (¥w52 together with the Offinsiasl File Folderj therefors, supple-
mentary matarisl in the form of Fersormel Jata Sheets Form 59«bli would
sea o Lo sxXLIRNSOUS

. ome of the most solid comments of the Persomnol Sections of Area “ivie

siong and Senior Staffs is the lack of ready availabllity of the
Official File Folder from the Persomnel Office, Lacking imwmsdiate
service from the Persommel (ffice these sectlons have attempted to
generste & working file foldsr for each of thalr employees, but with no
positive assuremes that they are in posgession of all official documenis.

CORCLUSIR,

in the intersst of effectiv: managoment it is essential that the Official
Personnsl File Folders contain all individusl actions. These folders
should be mainteined by the igency Persemne) Office but must be made sore
svailable to the operating officss as 2 part of the service responsi-
bility of the Agemsy Personnel Offloe.

It i3 believed that the personmel racord Pumotions of both Fersonnel
Yapagement and Caresr Service Boards within TD/F can each operate
officisntly and offectively on & ninimm of two record systems.

The Perscmmel Sections of the Area Mivisions snd Jenior Staffs should
consclidate and revise the existing data anto two recerds (Tab ®k%)
Flemoline Steip File and Locator, and (Tsd "B") Smployee Tata Card,
Agency Torm Fo. Lb(2). Utiliming the “mployse Jota Card larker Flag
(Tab "(%) whers appropriaste.

The Caresr “ervice Boards should comsclidate and reviee their exlsting
data onto two records (Tabs "™ and "F%) Flsxoline itrip Files, in
arganizational sequence and Yy grade and dats of last promotion, and
when regairod avail themselves of the nmeterial availsble in the Fersonnel
Seotions on the Employee Data Card, Agendy Form No. Lb(2).

Tplementation of ths above record systems will provide:

(1) Standard position invembory records.

(2) Conmolidated dackgrounl; experience qualifliestions and tralning
bRy
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(3) Minimum need for individual persomel file folders,

(L) Ready reference on type of employment, geographical and file
location.

(5) Essential rotation planning data.

{(6) Promotion and reassignment roster by career desigmation, date of
grade, sice.

(7) Veterans preference and former military affiliation.

(8) Extent of security clearances authorised.

{(9) Personal data ineluding addresses and nuumber of dependents.

(0) Reduction in the overall number of records, files and forms
presently used by Personnel Sections of Area Iivieions and Staffs
and Career Service Boards,

5. RECOMMFNUATIONS,

25X1

b. That the procsdures outlined (in para. hc and d above)} be implemented
and the resultant unnecessary records be destroyed.

SIENED

— e 2 5 X 1

Hansgement Fxaminer

SI1CGNED
l ‘ | 25X1
Aggistand ment Officer
DD/F Avea

“nclesures:
CSI No. 20=
Tabs A, B, C,
and D. - 3 -

MIS/EMB/law (19 January 1954)

cc - Chrono copy e
- Signer's copy
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